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MEMCRASDUM FOR: Aoting Deputy Directer (Adeinistration)
SUBJECY : Adwinistrative iAssistant Positiens, I 25X1A
— 25X1A

1., PROELEM:
25X1A

To determine the proper ¢ foation of Administrative
Assistant positions in mb

Office of Operationa,
2, FACTS BRARING OB THE FRODLEM:

e, Ourrent olassification of the
This grade has deen in effect in
'ﬂmaoMWMﬂMnmu.mhtm
port of 1947 snd ear pwt of 1948; grades for the remaining
affices vers eri pet at G9=-6, ut were subsequently
changed to GS«7 bssed on classification detereination that
there was o substantistion for the grade differential,

b, Detailed classifiostion review of these pesitions on twe previcus
ovcasions, suss in 1951 end again ia 1952, wads wilh a visw
toward possible wpgrading, resulted in both cases in substantie~

¢. Dus to the static classification situstion and cemsequent lack
of oppertunity for prowcticn in the ssws line of werk, Adulnistra~
tive Assistants im three of the fisld offices have been reacsigned
within the past year to professionsl imtelligence work in an
offort to offord them chance for advancement which they did not
have as Administrative Assistanta,

d. w&wﬁmmgxmxﬁwmlmmﬂymmw
Muinistretive Lusistanis at the (S-7 level ranges Ifrom two o
six years, three individusls beving besn in GS-7 for alx years
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Rotation of incwmbente of thege pesitiensz to tions in hamde
guarters afferding Detter sarser development. and promotiensl

; t{es has not been feasibls in the past swr is it expectied
to be in the futwre,

DISCUSSION:

In sccerdsmce with the classificatien evaluation made with respect
to the sabject pesitions (Bvaluatien Bepert attashed na dnmex),
the felloving specific conslusiens were reached:

There is me beals for distinction smong the varicus field offices
in torms of relstive sizs er the prepence of rosident offices

ﬂﬁa%%ﬁﬁjw | m‘?f&m fisen tre
positiens,

Evaluation of the subject positions in taras of changes which have
mmwmmmammt;m%?nwl
ghows that they have not materially changed in difficully ar
responsidilivy., Changes noted were primarily in velmms of work
wmﬁmmuuwmfmuzmmmmmm
ment of resifsnt offices in osrtain csses, This additiemal werk
losd addc somswhat to the positions bmt does ot in itself sub-
gtantiate a changs in grads,

ons with £101d positions infllend the Security Office
tend to i retsntion of the positions at GS-7, sithough in
memﬁmmm&dmmmmtﬁ
wmmmmammmmmumm.

ison with sintler positions in OBR and OSI sad with the
Mministrative Assistant position te the Assistant Directer for
Operations tends to provide Justifiocatien for allocation to GS-8,

Consideration in terms of the geperal secretarisl grade patters,
with particular reference te 30/P, weuld substentiete allosation
to at least GS-8,

Altheough the pointe summarized above iead te varying cenvlusions

vhen comsidered separately, it is believed that sefficient technicsl
justification sxists to warrsnt sllecatisn of the subject positions
to grade GS-8, Hoavily weighted &n veaching ihis comalusion is

the general shift upward in the seoretarial grade patiern which has
taken place aver ths ysars, vhich readers the eriginel estinate of
GS=7, seumengurate with the secretarial psttern vhen first established
in 1947, eut of line with ithe current paiters, :
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While valid as & technicel classificatien determinatien, the cen-
clusion of GS-8 does not provide s satiefectory sclutien to the
praciical problem faced Wy the Contactd Division, whiech is in sssence
to provide & solution to the "dead end” natuwre of Administrative
Asaistant positions in its f£3eld offices, The euly sxpedient zvaile
skle under the surrent sitwation, ubich hes been used in three cases
to date, iz to sttempt reassigoment of Administrative Assistants to
professional intelligence duties, This comrse of sctiom is in no
way assured of success in every case or nscessarily in consonance
with the most desirable sareer development of the empleyees so
sffeoted, Upgrading to GS-8 will mitigate the situatien to & slight
extent, tut since many of the employees of lung tenure are at
mmm:mwummmm
sny considerable value monet - and weuld in several cases only
serve to pestpone the problem for amother two or three years, In
view of the sdministrative considersticns invelved, quite spart froem
the technicel classification determimation, which iz essentially &
cospronise between senflisting cemparisons, there would sppear to
be some merit to a case fer G5-9, It is in no way suggested that
thers is or should be an indefinite pregrscsion of grade levels
upward to avold the reslity of dead end pesitions; in the lnstant
cape, bowever, it is viswed that rigid spplicatien of the GS-8
strictive, Aceerdingly, based om the cembined sdministrative snd
slapsificetion merits of ths case, allocstion to G597 would provide
an sdequate solution and st the ssme time provide zo serious die-
tertion of the gemersl classification aligment within the Agency.

Since compariscu with Administrative Assistant pesitioms in the
Security Cffice field instellaticns indicates basis samparsbility to
the sebject positions, upgrading wuld affect the Security Offlce
positiona sise, BEight pesitions in the Seourity (ffice would be
involved,

From the budgetery stapdpeint, the differenmce between the base
sslary step of (S-7 and the base of G5-9 weuld amoent to an imcrease
of §19,665 in basic compensetion if the pesitiens ave epproved for
G5-9, The sctaal inorease would be less then this figure dus to
the fact that many of the incumbents are now at selary rates in
sxoess of the base rate of GS-7, The prespective wpgrading of the
Sesurity Office positions sre imclwied in computisg menetsry cect
involved,
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25X1Aduties assigned to these positions.

25X1A
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CONCLYSIORS,

Based en the feregeing discussion it is ooncluded that in conaiders-
tlon of all aspocts imvolved, siministrative s2 well as classifice~
tion, the mabject pesitions warrant silocation to greds GS«9,

ABCOMMERDATION:

It is recommended that the Administrative Assietant positicne be
allocated to G3e9

25X1A
Adcting Personnsl Dirscler

ARREX:
Evaluatien Repert - Muministrative Assiatent

ACTICR Y APPROVING AUTECRITI:

fEfi: As amended below: Bate: 1k January 1954
CQ.- PPl4 clrows. _—
~ ASedm - Q“-ﬂ-—.n
§ A L. K, IR

Acting Deputy Director (Administration)

Except for the field stations named below, classification of
administrative assistant positions located in thel| I 25X1A
in Grade G35-8 is approved as the appropriate

grade level commensurate with the scope of responsibllities and
Approval is given to classify

these positions

n G ade G5-Y, In view O 5 recog-
nition of the different levels of responsibilities and duties existing
among these positions, no general approval can be given at this time
to upgreding the positions of administrative assistant assigned to
field units of the Security Cffice. Further study of this group of
posltions, with partlicular attention to varisbilities which may exist
in individual cases, would appear necessary. /s/

5

. K. WHITE

L
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